2 LHRES : o
SEERIA:
VACANCY ANNOUNCEMENT Closing Date 4 Jan 16
sTR: 18Dec 15
Date of Issue
138 Job title (E#&,k Grade _3 /FEHFHEH/ LD _2 ) SE AL | 4. FEHH Area of Consideration
No. of £ = (3
Stock Control Clerk #254 RN | Gt i B i Aty
B B S R TS 1. X 3] MLC/IHA R X B (BB M)
AR E i3 Current MLC/IHA Employee in commuting distance
148 | JBEMLCIHAREE(2E B XE)
X EHR RS LI RL% LI EE®R Current MLC/IHA Employee Japan Wide
Administrative  Blue Collar Trade Security Medical IV. [] 4}&8 Off Base Applicant
2. EREX Activity
Navy Exchange, Yokosuka, Japan
Retail Division, Main Exchange, Home Accents EEJ%ODE% Type of Employment
MLC
B #5518 A Working Place: #7824 1;HBT Tomari-cho, Yokosuka X .:IEA L] HPT
3. ENFE0ER work Schedule (B_ 40  BFREIHI hraw) X &M Permanent
Ej]%% B Work Days: 5 daylweek I:l BRE Limited Term (_7) A MonthS)
&1 7555 Work Hours: 8 hours/day, 0830-1715/1000-1845/1130-2015
{KE8 Recess Period: 45 min/day
L] % &) Night Shift X] 5 % Overtime [ ] 3k Business Travel

6. B FEAN A Duties

See the attached task list.

7EBEH.  B&SEH Qualification/Physical Requirements

a. One year of general work experience or completion of 2-year junior college/2-year of technical school or 4-year degree in any
field.

b. Knowledge of customer service concepts and practices.

c. Skill in operating personal computer applications such as MS Excel, Word and automated software (i.e. SIM, COES, Discoverer,
etc).

d. Ability to make mathematical computations and operate a 10 key calculator.

e. Ability to prepare and maintain detailed records such as stock records, etc.

f. Ability to speak, read, and write English at average proficiency level (LD-2).

* Handicapped applicants may be accepted, depending on the degree and kind of disability.

FEE H1 English Language Proficiency : [ JWAZEZE L None [_|#)#% Basic DS #R Intermediate [_]_E#& Advanced [ 4FER D EE ] Exceptional

% F Educational Background : 7/8 #1588 See blocks 7 & 8 | % &F5E. & T 5 License/Certificate Required : 7/8 #Z5 B8 See blocks 7 & 8

B R R
84— 9 %+ M Application and Associated Documents Working

Condition

*[X] 22 R I35 FA#E Application for Vacancy Announcement Works on

*[ ] MR ES Resume of Specialized Work Experience weekends/

*MEEAlL Complete * in [X] #5E T English holidays and

| RiEBEAE B X BECHBELTLAAE, [HECET 3 HRHR e

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”

(] :BEx % EFEINE L Copy of Driver's License needed.

(1&TEE/SIBAZMDE L Copy of Certificate

X EEBEDREHN ZFEIBAT 5 £ DD E L Certificate of English Proficiency (Copy)

X 82 MUIF AT L. HEEOEBESRS FFT- K& ZELVRIEMAHE (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.)

X BREEUSNDAIE. EEH— FRU/IRKR— ~EEED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy




9. HEEEIEHSL Office to Submit

REHEE (BEAMLC/IHARRR) ENABIEEE GEEXR) TH. REEERHANEVEY., LREXERHKME
FHEBADOENME. BXREHLTTSL., BEMIASE, Office to submit job application documents is
different for Current MLC/IHA Employees versus Off Base Applicants. Please ensure to submit required application
documents to the right office. Applications must be received by the closing date of the Vacancy Announcement.

GXB) LRBEB4ED “BEREGH" B MLC/IHAREEDADIF/E . NEBIEHEE GEEXE) Ho0REEHRE
EBHELRYETOTITITET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABBEE (B MLCIHAHERR) RH% CRKBEMAREMBAXAERAR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T 238-0001
HE)|E#EBAE TR 1 &t 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

N #&/Extension 243-8152

KBEHATEMEMEFANEHR 1. BAAZEFELGRIBTROTORICAREEERD IERCHREAE] NRE
LTHYFET., EHFRO0600H&LY. FRO600BETINHEANDGEEHDIRENAETT,

Job Application Drop Box is available for submission of job application documents from 0600 to 1800 daily, which is
installed to the wall immediately below the JN Vacancy Announcement Bulletin Board (1* fl.) in the office located on the left
side of the main gate to the Yokosuka Navy Base.

2. NEBEEE (EREE) RBHE: Off Base Applicants must submit to:

T238-0011 T238-0011

AE)IEEAERRHIVER 1-6 HEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(BB EEFBHESHEERBIEEE I (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—& Management #1 Section

EiE%E S Phone  046-828-6959

SZATHERE - AREE—EMBE. 0830-1730 B (AADEBZR<), ERFHEFOIERIEIbLIIEBLEHETELY,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of
employment.

10. EFHWIRH For Official Use

TEEETRIRIE Y Activity POC : NEX Personnel EE (DSN) : 243-5149

PD No.: NEX-HOMA-006 | PD is accurate and current. Certified by Activity: mk ‘ HRO: (rcvd: 12/10) au 12/15 jo12/15

HEBEEZHRZ L TOWEMEE BEDOMRIZAY FH A, Incomplete applications will not be considered.
RESNEEZEHEEHIRL LEEA Submitted applications will not be returned.

PRIVACY ACT STATEMENT {BAIER{EEI=DL\T

AUTHORITY' Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

E KETEER T 10450, 9397 ; XU BAEEL - EANIGHRORECRET 5iEF (A1 5sEXEEFER+ES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

FHH: AFDLd, 2, UEORELEBREOEXBOXTEENE LT, EAFERELRT 54,

R RBREIETFEX. L LFEACTHEICRESINET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIABR: FEMOERISDER. RF CERCEANEREHET S5,

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

FHFR: EANFROFRIERTI A, BRSNFERERU LGN O-HE. TORDFHREOWIT, Bh, H5HUETHH
ERBENHYET,

Format Rev: 5-30-14




Task List

This position is located in the Home Accents, Retail Division, Main Exchange, Navy Exchange Yokosuka.
The position nerves as a Stock Control Clerk to perform a variety of supply/logistical work related to
maintain stock levels, inventory and stock records as well as utilizing supply software programs. The
position works for the designated manager who outlines work objectives and priorities and provides
instructions on new procedures. The requested duties by the manager are reviewed for attainment of
objectives, technical accuracy and ability to effective communication and correct problems after the
completion of duties.

1. Maintains records and data concerning identification and status for items such as kitchen appliances,
bedding, figurines, Japanese souvenirs and etc. ldentifies, researches and analyzes improper inventory
conditions and makes recommendations for corrective action.

2. Utilizes the automated system, Store Inventory Management (SIM) system, and conducts research to
resolve errors related to the system processes for receipts, transfers in/out, replenishment, inventory
adjustments, shipment confirmations, returns to vendor/warehouse, etc. Receives data from Procurement
Office/Supply Technician and reviews balance of stock levels against current sales to meet demands for
auto replenishments between the store and the distribution center and adjusts on hand inventory in the
system.

3. Conducts regular reviews of label maintenance. Checks to ensure merchandise is correctly stocked
with appropriate label. I1dentifies miss-marked/miss-priced items.

4. Conducts regular reviews of inventory and updates records and data as necessary. ldentifies scanning
discrepancies, conducts research and takes corrective action. Properly identifies merchandise scheduled
for additions/deletions as required.

5. Reviews planograms in the intranet and prepares shelf labels where appropriate.

Performs other related or incidental duties as assigned.



